NOAA Form 56-28A U.S. DEPARTMENT OF COMMERCE

(8-94) NATIONAL OCEANIC AND ATMOSPHERIC ADMINISTRATION
NOAA COMMISSIONED OFFICER BILLET DESCRIPTION
FROM: Phillip Gruccio
TO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPC ROUTING CODE: N/CG
ADDRESS:
THRU (Liaison Officer): Atlantic Hydrographic Section
CDR Donald A. Dreves 439 W. York Street
BILLET TITLE: BILLET #: 7264 Norfolk, VA 23510
Chief, Computer Support Unit PHONE NUMBER:  (804) 441-6696
RANK REQUESTED: (0-2. 0-3, 0-4, etc.) O-3 (This block to be completed by liaison officer) ‘
Gs-12 IS THIS A NEW BILLET: [Jves X1 no
GSIGM EQUIVALENT: BILLET PRIORITY:  []A, B, [Jc. []R
IMMEDIATE SUPERVISOR: TITLE: PHONE NUMBER:
Chief, Atlantic Hydrographic Branch (804) 441-6746

EDUCATIONAL REQUIREMENTS:
Educational requirements as upon entry into the Corps. Majors in computer science or engineering are preferred.

OTHER QUALIFICATIONS (INCLUDE PARTICULAR SECURITY CLEARANCES, SKILLS, ETC...)

Must have hydrographic survey experience, be familiar with computers, possess good oral and written communication skills.
Procurement and administrative experience preferred.

1. GENERAL DESCRIPTION OF BILLET:

The position involves management of the administrative computers, Banyan network, and computerized data processing of
hydrographic survey information supplied to the Atlantic Hydrographic Section from various field units and vessels. The
incumbent is a supervisor of three GS employees involved in the design, implementation, and maintenance of processing
software and operation of three computer systems. The officer develops goals and objectives for the unit, incorporates new
procedures for efficiency, evaluates new technology for improvement of the processing function. One maintains familiarity
with the hardware and software to prepare long-range plans for new systems and to understand the effects of new acquisition
procedures and equipment on the post processing system.

2. DUTIES AND RESPONSIBILITIES:

a. Is this a supervisory billet? YES |:| NO
b. If so, state number and grade of personnel supervised. Number: Grade(s):

- Direct supervision of one Cartographic Technician and two computer specialists.

- Plans and coordinates general objectives of the unit.

- Prepares performance plans and position descriptions.

- Conducts performance appraisals, recommends promotions, disciplinary actions, performance awards, and approves leave.
- Prepares training plans, unit budgets, long-range purchasing plans, etc.

- Purchases supplies and equipment for the unit.

- Writes specifications and procurement requests for computer hardware, software, and maintenance contracts.

- Deals with the public, groups, and organizations on tours and technical support.

- Participates in projects with field units to familiarize them with new processing requirements and techniques and to become
familiar with new acquisition techniques and equipment.

- Assist the Section Chief on computer support of tracking management data.

Return to Billet Description List
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3. CAREER DEVELOPMENT OPPORTUNITIES:

This billet provides the incumbent with experience as a first line supervisor in the environment of a high technology computer
processing group. The incumbent must possess or will develop a high level of technical expertise in both hydrographic
survey processing procedures and computer systems in order to make decisions and resolve complex problems that arise
during the Section's operations. The opinions and recommendations of the officer carry considerable weight with the Section
Chief and other unit chiefs of the section. Budgeting and procurement experience are gained in preparing the annual unit
budget and securing maintenance contracts for the computer equipment and requisitions for supplies and additional
equipment.

The incumbent supervises three GS employees. As an integral part of the management team, the incumbent is responsible
for carrying out the mission of the unit in the most economical manner, using sound management technigues and operating
within the confines of the merit systems. This includes developing a sensitivity to the goals and objectives of the Section and
unit to the supervised employees.

4. ADDITIONAL COMMENTS:

- Is contact point for all computer support and IT Security issues for the section.
The equipment currently used on this site are:

- Harris H700 minicomputer for hydrographic data processing.

- Xynetics model 1201A and 1101 plotters.

- IBM compatible personal computers for administrative functions.
- Hewlett Packard computers running HDAPS.

- IBM compatible personal computers running HPS.

- Banyan Network with over 20 workstations.

Primary program languages and software applications currently used: Autocad, FORTRAN, MS DOS, Windows 3.1, dBase
IV, LOTUS 1-2-3, Wordperfect 5.2, Harvard Graphics, Vulcan Operating System, HP Basic, UNIX.

SIGNATURE OF SUPERVISOR: DATE:
02/10/1994
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